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Purpose
Use this procedure to complete an appointment change after an In-training Probationary or
In-training Trial Service Appointment has been successful.
Trigger
Perform this procedure when an employee completes his or her In-training Appointment or
completes a level in a multiple level In-training Appointment.
Prerequisites
e Employee’s In-Training Probationary Appointment has been successfully completed and the
employee status has been updated to permanent. (See procedure Update Employee
Status to Permanent at Completion of an In-training Appointment.)
Menu Path
Human Resources - Personnel Management - Administration > HR Master Data
—>Personnel Actions
Transaction Code
PA40

Helpful Hints

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error a

ﬁ Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to proceed.

Warning

@ Action: If an action is required, perform the action. Otherwise, click

Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

& (Enter) to proceed.

Confirmation & )
Example: Save your entries.

o or & Action: Perform the required action to proceed.

Related Procedure:

Change of Status at Completion of In-training Appointment
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Procedure

1. Start the transaction using the above menu path or transaction code PA40.

Personnel Actions

H1€EaG R DDL8 HE @B
Personnel Actions

< @& Person 20680381
M Caollective search help Test Tammy
[ searchterm 1050 [
[ Free search anal a3
2/1:2008  [@

Perzaonnel Actions

Action Tme Pers_onn... EE group EE subg..
Mew Hire

Change of Status

Concurrant Employment
Appaintment Change

Guick Hire

Rehire - Quick Hire
Separation

Rehire

Paid Leave of Absence
Unpaid Leave of Absence
Return from Leave of Absence

Group 2 to 1 Kew HirefTrnsfr
Group 1 to 2 SepiTrnfrs
Convarsion Carrection
Military Dept - FedEEMew Hire

M T [«

K I3 N 1 K

> | ROO (2 (2013 PE | ssvaphrdedei OVR
=

2. Complete the following fields:
Field Name R/O/C Description
Personnel no. R  |The employee’s unique identifying number.
Example: 20000381
From R |The start date of a record.
Example: 2/1/2005

3. Select the gray box to the left of #RRDINtMENt ChANGe tg select.

Ty
4. Click (Execute) to execute a process or action.
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5. Perform one of the following:
If Perform
Role is Personnel Administration Processor Steps 6 — 29
Role is Payroll Processor Steps 30 -37

Copy Actions (0000)

H @@ bR Ona0 EE @

Copy Actions (0000)
| |® Execute info group Hﬂ Change info group |
MNare  Test Tanny
Pershrea 1050,
-Dﬂm I:E
02701 /2005

Fersonnel action

Action Type Appointment Change
Reasaon far Action @

Employment Active

Organizational assignment

Position TOPOOZS1  TestPosition 1
Personnel area 1050 Office of Financial Mot
Employee group o Permanent

Employee subgroup o3 Scheduled Hourly

Additional actions
Start Date  |Act
020172005 LW

)

Action type ActR |Reason for acti I

Change of Status 04  Mon-Perm to Permanent

E1] ]|

1] ] I s an

I [ [RDO {1 (201) P2 sswwbhranhz | INS

6. Complete the following field:

Field Name R/OIC Description
Reason for Action R  |The reason that an action has been performed.
Example: Complete In-Training Series
7. In the reason for action field, click @ (Matchcode) to open the selection list.
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Reason for Action (2) 46 Entries Found

Yeason for Action (1) 46 Entries Found
Resztrictions |

= T

v | B |68 & D)4

Action Type: LI3

MHame of action type: Appointment Change

Ac... ‘|Name of reason for action |

01 PromiTrial Sernice Apptrmt []
nz Temparary Appointment E|
03 In-Training Appaointment ]
04 WS Acting Appointment

04 WihlS Apptmt With Review

oy WS Apptmt Withoot Fewiew

na Adjustment of Hours Worked

ng Apptmt Full-Time Year Bnd Pos

10 Classifed to Exempt

11 Camplete In-Training Level

12 Complete In-Training Seties

13 Demation - Disciplinany

14 Demotion - In Lieu of RIF |
14 Demation - Yoluntary

16 Dwal Assign to Lower Class

17 Dual Assign to Higher Class

18 Elevation

19 Emergency Appointment

24 Exempt Appointment

25 Extend Probationary Period

26 Extend Trial Service Pariod

27 Extension of Temp Apptmt

28 on-Call Appointment | |
29 Fay Adjust-Align, Dev & Train IE'
31 EeallnciFeclass Annointment @

46 Entries Found
8. Perform one of the following:
If Then
In-Training Appointment is Complete Click 11- Complete In-Training Level
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If Then

In-Training Appointment has multiple levels |Click 12 - Complete In-Training Level

9. Click . (Continue) to accept.
Copy Actions (0000)

H @@ bR Ona0 EE @

Copy Actions (0000)
| |® Execute info group Hﬂ Change info group |

-ZBHHDSB1
-nmm I:E
_EIE.‘EI‘H2EIE|5 12/31/9989

Fersonnel action

Appointment Change

Action Type
Reason for Action 12 Complete In-Training Series

Employment

Crganizational assignment

Fosition TO000251  TestPosition 1
Paergonnel area 1050 Office of Financial Mot
Employee group o Permanent

Employee subgroup 03 Scheduled Hourly

Additional actions

=
Start Date  |Act. |Action type ActR |Reason for acti i
020172005 1 (Change of Status 04 Man-Permm to Permanent I
IoRecurdsluredon\yinAdditiona\ActiDnsinfmype.Save [ |RDO (1) (201) P2 sswwbhranlb | INS

W
10. Click (Enter) to validate the information.

11. Click H (Save) to save.
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Copy Organizational Assignment (0001)

gl @ i@ ece LEE atas PE QE
Copy Organizational Assignment (0001)

B @2 owsnee

20000381 name  Test Tammy |
1058 El
0001 | 03|

02/01/2005 [@ts | 05/12/2005

Enterprize structure

CoCode Wand STATE OF WASHINGTON
Pers.area 1650 Office of Financial Mamt Suharea JeLa])] Mon Represented

Cost Ctr Bus. Area 1050 Office of Financial Manag..

Personnel structure
o
EE subgroup B3

Permanent Payr area 1"

Scheduled Hourly Cantract Trial Service =

EE group Semi-monthly

Crganizational plan Adrministrator

Percentage 100800 E Assignment |

FPersAdmin

Position TOROEZET w09 Time
Test Position 1 Payradmin
Jaob key 50608101 TestJob
TestJob
Exempt N
Org. Unit fufefefolafalalt)

COrg.key

& Record created > | RDO (13 (2013 PE | ssvwhhranlb2 | INS
=

12. Perform one of the following:

If Then

The In-Training plan has multiple levels In the Contract field, click InTrng/Trl Srv from
the drop-down list.

The employee successfully completed the In- |In the Contract field, click Trial Service from
Training Appointment the drop-down list

e
13. Click (Enter) to validate the information.

14. Click H (Save) to save.
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Change Contract Elements (0016)

gl NP e@@ CHB S0 FRIQ
Create Contract Elements (0016)
[8][3[2 | [ watan acies |
S I | e 0 2 Y PersonnelNo. 20000361 | Neme  Test Tamny
Find by

‘EESubgroup €3

< {8 Person

moo\lective search help @ 1243149999

(Kl Searchterm
(i) Free search

Contracttype Permanent

Probationary period G Months &

15. Click (Enter) to validate the information.

@ The Probationary period field is also used for the Trial Service period. Verify that the
value matches the Trial Service period.

16. Click i (Save) to save.
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Create Planned Working Time (0007)

@l = B eae LHE anoan [E @
Create Planned Working Time (0007)

‘Wark schedule rule
Tirme Momt status

Worang week Womngwekonday @

] Parttime employee

Emplayment percant 18080 [1Dyn. daily work schedule

Daily working hours 24.00 Min. Max.
W ekly working hours . 168.00 min. Mex.
Monthly working hrs o AT4.a0 Min. Mex.
Annual working hours | 2080.00 min. Mex.

‘Weekly workdays

W
17. Click (Enter) to validate the information.

18. Click j (Save) to save.

State of Washington HRMS
File name: Version: SME Approved Script SAP Parent
APPT_CHANGE_ACTION_AFTER_ILast Modified: 12/19/2008 11:32:00 AM Page 9/17
NTRAINING.DOC
Reference Number:




Title: Appointment Change Action After In-Training
Appointment
Processes :
Sub-Processes :
HRMS Training Documents

Copy Date Specifications (0041)

g @ 0B iee@ CHE SO00 DR 0
Copy Date Specifications (0041)

_|32."B1."2995 124317199449

Diate type Date Diate tvpe Date

01 Anniversary Date 0140142005 02 Appointment Date nzio1izons
O3 Original Hire Date o1/01/2005 05 Seniotity Date oi/o1/zo05
07 Unbroken Sevc. Date o1/01/2005 18 Prenl HolidayElghlty o1/07/2005

19. Complete the following fields:

02 Appointment Date R The Appointment Date for the employee.

Example: 02/01/2005

20. Click E (Enter) to validate the information.

21. Click i (Save) to save.
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Create Basic Pay (0008)

i |< @@ DHE ODLn B @&
Create Basic Pay (0008)
| | Salary amount Hi FPayments and deductions ‘

_BQJ’HHZBBE 12431/9989

Suoye 0

Reason Capacity ulil. level 1680.00

PS type Classified Goy Wark hoursipetiod &7.00 _

PS area Standard Progression Mext increase
PS group Level & Annual salary 22,960.00 USD

0 ovscs s | s 4[] v |

22. Complete the following field:

Reason R The reason for the appointment.
Example: 20 Appointment Change

23. Inthe Reason field, click (Matchcode) to open the selection list.
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Reason for Changing Master Data (2) 22 Entries Found

n for Changing Master Data (1) 22 Entries Found

_ Restrictions |
= ]
L LA Rl =T

Infotype: 0008

Re A| Reason text |
00 Mo Reason
01  Periodic Increment
02 FnglncDue to Board Action
03 Rdctnin slry wiin rmg Discipl
04 Return from Red in Salary
05 Zalary Adjmnt by Leg Action
06 W Rate (\WMSE Only)
07 ¥ Rate (Mon WMS Only)
08 WM3S Raise - Int Slry Rel Prob
02 WHME Raize - Grwth & Developmen
10 WHS Raise - Rec&Retention Prob
11  Emplayee Put on Disability Fay
12 Employee Taken off Dis Pay
13 Employee Put on Special Fay
14 Employee Taken Off Special Pay
15  Fange Adjust-Multiple Level
16  3Falary Adjust-Higher Education
17 Salary Adjust-nversion/Comp
18 3al Adjust-Recruit/Retention
19 Initial Appointment
20 |Appointment Change
21 Salarv adimnt by Pers Ares
22 Entries Found

|[«][»]

| EaD

24. Click #ppointment Chande (Reason text).

25. Click v (Continue) to accept.
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Create Basic Pay (0008)

Create Basic Pay (0008)
QR 2| sstarysmount [ Payments and deducsons
20000331 Tast Tasey
1059 °
808y L)
62/01/2005 1213119999
e
: y
Reason 20[3) Capacity u tevel 168,69
P e 01 Classfiad Gov Work hours/period 87 00 Semkmonthly
PS acea 01 Standard Progression Nedincrease. K.
PSgroup 30 Lovel A el satary 22,989.00 USOLL
001 Baso Rate | Houry Wage | IR
e arra—11}
ihil
1
|
Wi -
| -
“«» 4« »

84/05/2005 1213170009 4| D)0 1101 uso

26. Complete the following field:

Field Name R/O/IC Description
Next increase R  |The date of the next pay increase.
Example: 8/1/2005
PS group R The salary range of the employee.
Example: 40
Level R  |The step within a salary range for compensation.
Example: A

27. Click E (Continue) to validate the information.
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Create Basic Pay (0008)

Create Basic Pay (0008)
& | sataryamount | [l Payments and deductions |

i) Peraom
() Cotlective search help
() Search tarmn
(] Froe seasch

188,88

080 /2005
28961 00 WSRO

28. Click E (Enter) to validate the information.

29. Click .i (Save) to save.

& The Personnel Administration Processor notify the Organizational Management
Processor to update the job key to the appropriate job class. This will mark the end of
f':"“"\‘-
Completing Appointment Change after In-Training Appointment. After saving, click =
(Exit) to exit the action and inform the Payroll Processor who will complete the action.
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Copy Actions

HER 8000 EE

Copy Actions (0000}
2 | @ Emateintogreun | 2 Change int grows |

TODODIS!  TestPosion 1
1050 Qifice of Finansial Mgmt
a Barmirn

[T

30, Click |$ Execute info group

31. Aninformation pop up box will appear informing you that “This entry will delete a record.” Click

lil (Enter) to continue.

32. An Execute info group pop up box will appear informing you that “Warning: Personnel action

infotype not saved with ‘execute info group’ function! Click Continue

: The Personnel Processor has already saved this infotype so it is ok to continue.

33. Click =] (Next Record) until you reach Copy Add.Withh.Info.US (0234).
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Copy Add. Withh. Info. US (0234)

| @ ajiBieeq DHE OOL0 RHERIQB
Copy Add. Withh. Info, US (0234)

FEVEY |l e [ | 2 Y PersonnaiNo. | 20000381 hName  Test Tamny
Find by _D

= {0 Person

moo\lecti\re search help _B2!B1IZBBE 1243149988

{Hl 5earchterm
{Hl Free search

Tax authority FED  Federal Taxlevel & Federal
Supplemental method Aggregation with Pay Periods Method

Override amount

Overtide percentage I o Tasx

Empl.override group 031 1050-4902 Admin & clerical

[ | Common Paymaster

@ Update infotype if necessary.

34. Click .E (Enter) to validate the information.

35. Click .i (Save) to save.
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Create General Benefits Information (0171)

gl B ee@ CHBE DDOH0 FER @
Create General Benefits Information (0171)

= R PersonnelNo. 20000301 | Name  Test Tammy
!EIDUHF‘ — T =

< % Person

moo\lective search help _DZ."DHEDDS 1213149999

(Kl Searchterm
(i) Free search

Benefit area s UsSA
1gt Program Grouping  ELIG  Eligible for Rirmnt
2nd Program Grouping @1 State Employees

36. Click ﬂ (Cancel) to return to Personnel Actions PA40.

37. You have completed this transaction.

Result

You have completed an appointment change after an In-Training Appointment.
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